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Provides direct support and assistance to the Office Allegations
Coordinator (OAC) in the administration, management, coordination, and
resolution of allegations within the Office of Nuclear Reactor
Regulation. Participates in, and documents the results of the Allegations
Review Board (ARB) meetings. Responsible for profiling allegations
documents into the NRC Allegations Management System (AMS) . Communicates
with allegers on a regular basis, handles rudimentary allegations
inquiries. Serves as the subject matter expert on administrative aspects
of NRC rules, regulations, and procedures applicable to allegations.
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candidates must have at least one year of specialized experience at the
next lower grade level in the same occupation ceries listed above or
closely related to the work of the duties of the position to be filled.

gpecialized experience is experience that has been gained through
performing similar duties for several years.

RATING FACTORS (Applicanss are stronply encowraged fo swbrmy @ statemert cacldrersing the Rating [iena beteowe )

APPLICANTS MUST ADDRESS THE RATING FACTORS LISTED BELOW.

1. Knowledge of energy legislation, rules, regulations, and policies as
these relate to the allegations process.

(Example: Describe your experience, education, and training which
demonstrates your knowledge of legislation, rules, regulations, and
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EATING FACTORS - CONTINUED

policies that relate tn the allegations process.)

2. Knowledge of administrative practices, procedures, and policies to
assist in the operation of NRC’'s allegations activities.

(Example: Describe gpecific experience, education, and training which
demonstrates vour knowl adge Af adminiptrative Principles and practices
for daily activitiesz and special projectas. Degeribke your ability or
potential to establish methods for evaluation effectiveness of work
programs and procedures.)

3. Knowledge in the use of desk top computers and software, and skill in
preparing routine carreapmndanna, managoment reports, wemworanda and
developing tracking systems.

(Example: Describe specific education, experience, and training which

demonstrate your knowledge of personal computers, and your ability in

maintaining and utilizing databases; maintaining tracking systems: and
utilizineg database informatrisn to develep reports.)

4. Ability to interpret technical information and to communicate orally
and in writing such information to technical staff and management.

(Example: Describe specific experience and training which demongtrate
vour knowledoe of aor patantial in analysing informatlun and solving
problems independently. Examples would be developing special reports,
providing statistical data; drafting correspondence; responding ta
subgtantive inquiries from private citizens and other NRC management,
etc.)

5. Abilitv to communicate with the puklia, licensees and NREC technical
and management personnel.

(Example: Describe specific experience and accomplishments which
demonstrate your ability or potential to exercise judgement in handling
telephone calls from within and outside the NRC, and to maintain poise
and tact in dealing with cantentisus indiwiduals; expe:liwpgue in dealing
with various levelg of management both inside and outside the immediate
organization for the purpose of receiving and/or providing information.)

NOTE: Breadth of experience in the field, training, awards and
commendations, past and current performance, and community activities
will be reviewed as they relate te each of the above facLurs to determine
the level of knowledge, skill or ability of candidates.
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RATING FACTORSE - CONTINUED

EXECUTIVE AGENCIES ARE PROHIEITED FROM ACCEPTING OR CONSIDERING
APPLICANTS FOR COMPETITIVE AFPOINTMENTS OR FOSITIONS BASED ON POLITICAL
RECCMMEMDATIONE FPROM MEMEBERS OF CONCOREESEL, COMNCORESSIOMNAL EMIDLOYEEDS,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
QOFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




